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Agenda
● Institutional background & IR fast facts
● Staffing overview
● Student roles in the IR
● Practical considerations (e.g., sharing files, 
quality control)
● Q&A
Linfield College
4-year private liberal arts college
3 campuses (McMinnville, Portland, 
Division of Online and Continuing 
Education)
2,282 students
Member of Orbis Cascade Alliance
Image courtesy of Laura Davis.
Used with permission.
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Linfield College is a small, private liberal arts college, founded in 1858, with its main 
campus in McMinnville, Oregon, right in the heart of wine country. We have a campus 
in Portland which houses our nursing program, and we also have a Division of Online 
& Continuing Education to deliver our distance ed programs. Together, all three 
campuses have a total enrollment of just under 2300, with a little more than 1600 
students on the Mac campus. The college has a historical affiliation with the 
American Baptists.
DigitalCommons@Linfield
Launched in August 2010
Nearly 7,100 works in the IR; 
about 85,100 downloads in FY 
16-17
Faculty, staff, student 
scholarship/creative works, plus 
history of the college
Signature high-use collections 
include Oregon Wine History 
Archive, Dory Project, Linfield 
Magazine, Student Symposium
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We launched our IR in 2010. We’re now closing in on 400,000 total downloads and 
are on track to equal or exceed our downloads from FY16-17. DC@L has a 
significant amount of image content and streaming media content, which isn’t 
reflected in download counts in the same way as more traditional IR content like 
papers, so we use a wide range of metrics in assessing impact and reach. Our focus 
over the years has definitely been on highlighting as much student work as possible, 
and we’ve been able to do that through a number of collections, one of which (the 
annual Student Symposium) has become a signature high-use collection for us, 
accounting for 20% of all full-text downloads during the last fiscal year.
Jereld R. Nicholson Library
Image courtesy of Daniel Hurst.
© Daniel Hurst Photography, 2006. 
Used with permission.
Lean staffing/multiple roles
+ 
Student workers
= 
Creative staffing solutions
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Students aren’t just a focus as content creators for the IR – they’re also a focus for us 
in terms of staffing. Compared to institutions of similar size, the Linfield Libraries are 
pretty leanly staffed, and lean staffing means we have to be creative – so we’ve 
chosen to get creative with our use of student workers. This is an area that 
institutions, regardless of their size, can look at to determine if they’re getting all that 
they can out of the various segments of their employee pool. We could not run our 
libraries (both in Portland and in McMinnville) without our student workers. This is 
true of our standard departments like circulation, media services, reference, and 
technical services, all of which utilize student workers, but it’s also true of our 
archives and our IR. At any given time, the archives usually employs between 2 and 5 
student workers, some of whom may be grant-funded, and the IR employs 1 student 
worker on budget. During the academic year, student workers can work up to 10 
hours a week; during the summer, a smaller group of students work 20 or 40 hours 
per week, depending on staffing needs in other areas and supervisory capacity. For 
full-time staff, our archivist has historically spent up to 0.25 FTE on IR-related work; 
as the repository manager, I estimate that I average between 0.25 and 0.33 FTE on 
managing the IR and all that entails – content upload, quality control checking of 
metadata, student worker supervision, integration with external systems, and, of 
course, recruiting and promoting new content.
Student Roles
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We have two primary roles for students working with the IR – working directly with 
our archivist as Archives Technicians, and working as the Digital Repository 
Assistant directly with me, and I’ll share some details on what we ask the students in 
these positions to do in just a minute. I coordinate closely with our archivist on existing 
and new projects to establish project timelines and expectations for student worker 
involvement. For new collections, we have a kickoff meeting to discuss any needed 
changes to our standard metadata configuration, adjustments to site design and 
organization, and requirements for grant reporting, and we continue to communicate 
regularly about these issues throughout the process.
Archives 
Technicians
Prep files for ingest
Create metadata and collection 
descriptions
Complete spreadsheets for batch 
upload
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We ask a lot of all of our student workers. Archives students get all kinds of 
hands-on processing experience with collections (some of which may never find 
their way into the IR), work on writing finding aids and collection notes, do 
digitization and/or editing of video/audio files, participate in oral history interviews, 
and assist with social media promotion of content. In terms of their relationship to 
DC@L, their primary roles involve prepping files for ingest, creating metadata, 
and completing spreadsheets for batch upload. We’ve tried a number of 
workflows over the years, and these can be modified depending on the strengths 
and skillsets of the individual students. For instance, one year we tried having a 
student work with batch revision and batch upload spreadsheets, but she wasn’t 
well suited for the level of detail orientation needed for that task. So, we pivoted 
to have her focus on other kinds of work with the same collection and worked on 
creating templates that the repository assistant could use without needing to have 
the same level of familiarity that the archives technicians would have with the 
collection content. As a smaller institution, flexibility is key for us, and we cross-
train a lot; we can’t necessarily afford to have students specialize in specific 
areas, although we definitely try to take advantage of individuals’ strengths and 
expressed interests. But, larger institutions might be able to leverage a bigger 
student workforce in ways that allow for specialist positions to emerge, perhaps in 
digitization, metadata creation, or social media promotion.
Repository 
Assistant
Metadata entry/maintenance
Digitization projects
Copyright permissions verification
Documentary photography of 
exhibits/events
Transcription and closed captioning
Creation of promotional materials
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As you can see, we give our student workers a wide variety of responsibilities in 
their ongoing work. Depending on the time of year, some of these responsibilities 
take a back seat to the others. For instance, as new faculty are hired and I reach 
out to them wearing my Collections Management hat, I also take the opportunity 
to tell them about the IR and invite them to participate in our faculty scholarship 
project. This often times out to occur within a typical fallow period for the IR. 
Similarly, the Archives often takes advantage of summer to conduct oral history 
interviews and create content; since we usually don’t see that new content for 1-2 
months (it has to go through editing and such), summer is a good time for the 
repository assistant to work on closed captioning of streaming media in the IR. 
Practical Considerations
Notes for Slide 9
With the exception of our annual student symposium and our undergraduate 
research journal, all of our submissions are mediated. We see this as an advantage 
in that we can build relationships with people to cultivate possible future collections 
without having to worry about some of the quality control issues that can crop up with 
unmediated deposit. It also enables us to have more control over what we take on, 
especially since our capacity for new projects can be limited by the other roles we 
have in the library. (I am the Collections Management Librarian, in charge of 
acquisitions/budgeting, serials, and cataloging, and our archivist also serves as our 
director of interlibrary loan.) Over the years, we’ve identified tools that help us to 
manage the day-to-day aspects of the IR and that allow our distributed model of 
staffing to function.
File Sharing 
Tools
Dropbox (primarily for 
Linfield College Archives 
content)
Trello
OneDrive/SharePoint
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File sharing has become even more important for us in the last couple of years. 
My repository assistant has worked remotely for me during the summer from her 
home about 5 hours away from McMinnville, and now during the school year she’s 
a student on our Portland campus, so that remote arrangement has continued 
during the academic year. But, it’s also just a natural evolution for those of us co-
located with one another, as we’ve all discovered ways to streamline getting 
content to each other and the students we work with. We regularly use these three 
sets of tools to share files. 
We use Dropbox mostly with the Archives, where they dump information sheets 
used to help us create descriptions and complete metadata for image collections. 
They also host the images there so that we can grab URLs to use in batch 
uploading.
I also use the free version of Trello to share files with my repository assistant –since 
we already use Trello for project management (which I’ll talk more about in just a 
moment), it’s handy to attach relevant files to individual project cards. But, Trello 
does have a file size limit, so occasionally we need to use a different tool.
We use Microsoft’s OneDrive and SharePoint tools to get around the file size limit in 
Trello, as well as when we need to share content among stakeholders internal to 
Linfield, particularly with our Dory Project researchers. The repository assistant and 
I have been set up with shared permissions to access this content and have an 
established set of procedures for dealing with content as it goes through various 
steps in the review and ingest process.
Project 
Management 
Tools
Trello
Google Drive
Wiki (Google Sites)
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We also use a variety of project management tools. Our top 3 are Trello, 
Google Drive, and an internal wiki formerly housed at Wikispaces that we’re 
currently migrating over to Google Sites.
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I use Trello with the repository assistant to track ongoing projects. As you can see 
here, she has a To Do list of items in the queue waiting for action, and I can easily 
see what she’s working on and what’s ready for my review. Trello allows you to 
drag and drop cards from one list to another and add features like checklists, due 
dates, alerts, and comments or messaging within the cards. This works a lot 
better for us than trying to track priorities or completed projects via an email trail.
Project 
Management 
Tools
Trello
Google Drive
Wiki (Google Sites)
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We also utilize Google Drive regularly to help us track ongoing projects, like our 
annual student symposium submissions that you see here. Again, this is a 
cleaner way to consolidate information than relying on email trails. By using color 
coding, we can see at a glance which items still need further attention and which 
items have been completed.
Project 
Management 
Tools
Trello
Google Drive
Wiki (Google 
Sites)
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Finally, our third major project management tool is our internal wiki. We’ve 
developed this documentation resource over the last seven years, and it includes 
processing guidelines for each collection, with info about any specialized 
metadata entry, file naming conventions, dealing with linking to related resources, 
how to assign disciplines, and so forth. Our wiki has gone through numerous 
iterations – it started out on a local server in a clunky environment that wasn’t 
user-friendly; about 2 years in, we moved it to Wikispaces, but with the 
announcement that they’re shuttering their platform later this year, we’re once 
again in the midst of a migration of this content, this time to Google Sites. The 
various wiki pages are invaluable for the repository assistant and the archives 
technicians, especially when they’re dealing with a collection that they may only 
work with once a year.
Questions?
Kathleen Spring
kspring@linfield.edu
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I hope this has given you some sense of the variety of things our student workers do 
to support the IR at Linfield and how we’ve utilized students in creative ways to help 
staff our repository. We ask a lot of our students, but we also get tremendous 
results from them. Our students have told us they’ve learned skills they never would 
have learned in other work study positions, or perhaps even in their classes, and in 
many cases they’re doing advanced work that might be expected of full-time 
paraprofessionals. Our particular approach might not work for every IR, but I firmly 
believe that every IR with access to student workers has something to gain by 
thinking about how they might utilize them in different ways than they are now.
